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OFFICE OF GENERAL SERVICES 
DAVID M. BEASLEY, CHAIRMAN 
GOVERNOR 
RICHARD A. ECKSTROM 
STATE TREASURER 
EARLE E. MORRIS, JR. 
COMPTROLLER GENERAL 
Ms. Helen T. Zeigler, Director 
Office of General Services 
1201 Main Street, Suite 600 
Columbia, South Carolina 29201 
Dear Helen: 
HilLEN T. ZEIGLER 
DIRECTOR 
MATERIALS MANAGEMENT OFFICE 
1201 MAIN STREET, SUITE 600 
COLUMBIA, SOU"rn CAROLINA 29201 
(803) 737-0600 
Fax (803) 737-0639 
RAYMOND L. GRANT 
ASSISTANT DIRECTOR 
November 20, 1995 
JOHN DRUMMOND 
CHAIRMAN, SENATE FlNANCE COMMI1TE.E 
HENRY E. BROWN,JR. 
CHAIRMAN, WAYS AND MEANS COMMITI"EE 
LlJrnER F. CARTER 
EXEClJITVE DIRECTOR 
I have attached the South Carolina Employment Security Commission's procurement audit report 
and recommendations made by the Office of Audit and Certification. I concur and recommend 
the Budget and Control Board grant the Commission a two year certification as noted in the audit 
report. 
Sincerely, 
?-l~~r 
Raymond L. Grant 
Materials Management Officer 
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LU"rnER F. CARTER 
EXECIJTIVE DIRECTOR 
We have examined the procurement policies and procedures of the South Carolina 
Employment Security Commission for the period July 1, 1993 through June 30, 1995. As part of 
our examination, we studied and evaluated the system of internal control over procurement 
transactions to the extent we considered necessary. 
The evaluation was to establish a basis for reliance upon the system of internal control to 
assure adherence to the Consolidated Procurement Code and Commission procurement policy. 
Additionally, the evaluation was used in determining the nature, timing and extent of other 
auditing procedures necessary for developing an opinion on the adequacy, efficiency and 
effectiveness of the procurement system. 
The administration of the Commission is responsible for establishing and maintaining a 
system of internal control over procurement transactions. In fulfilling this responsibility, 
estimates and judgments by management are required to assess the expected benefits and related 
costs of control procedures. The objectives of a system are to provide management with 
reasonable, but not absolute, assurances of the integrity of the procurement process, that affected 
assets are safeguarded against loss from unauthorized use or disposition and that transactions are 
executed in accordance with management's authorization and are recorded properly. 
Because of inherent limitations in any system of internal control, errors or irregularities may 
occur and not be detected. Also, projection of any evaluation ofthe system to future periods is 
subject to the risk that procedures may become inadequate because of changes in conditions or 
that the degree of compliance with the procedures may deteriorate. 
Our study and evaluation of the system of internal control over procurement transactions, as 
well as our overall examination of procurement policies and procedures, were conducted with 
professional care. However, because of the nature of audit testing, they would not necessarily 
disclose all weaknesses in the system. 
The examination did, however, disclose conditions enumerated in this report that we believe 
need correction or improvement. 
Corrective action based on the recommendations described in these findings will in all 
material respects place the South Carolina Employment Security Commission in compliance 
with the South Carolina Consolidated Procurement Code and ensuing regulations. 
\..\.-"~ c.S~ 
Larry G. 'sorrell, Manager 
Audit and Certification 
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SCOPE 
We conducted our examination in accordance with Generally Accepted Auditing Standards 
as they apply to compliance audits. Our examination encompassed a detailed analysis of the 
internal procurement operating procedures of the South Carolina Employment Security 
Commission and its related policies and procedures manual to the extent we deemed necessary to 
formulate an opinion on the adequacy of the system to properly handle procurement transactions. 
We selected a judgmental sample from the period July 1, 1993 through June 30, 1995, of 
procurement transactions for compliance testing and performed other audit procedures that we 
considered necessary to formulate this opinion. Specifically, the scope of our audit included, but 
was not limited to, a review of the following: 
(1) All sole source, emergency and trade-in sales procurements from the 
period July 1, 1993 - June 30, 1995 
(2) Procurement transactions from the period July 1, 1993 to June 30, 1995 as 
follows: 
(3) 
a) One hundred and eleven judgmental selected procurement transactions 
b) An additional block sample of informal quotes in May and June of 1995 
c) A block sample of three hundred seventy six numerical purchase orders 
from the last quarter of the audit period, reviewed for order splitting and 
favored vendors 
Surplus property disposition procedures 
(4) Minority Business Enterprise Plan and reports for the audit period 
(5) Information Technology Plans and approvals for fiscal years 93/94 and 
94/95 
( 6) Internal procurement procedures manual review 
(7) Real Property Management Office approvals of leases 
(8) Eight construction projects and three A & E selections were reviewed for 
compliance with the Manual for Planning and Execution of State 
Permanent Improvements 
(1 0) File documentation and evidence of competition 
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RESULTS OF EXAMINATION 
The Office of Audit and Certification performed an examination of the internal procurement 
operating policies and procedures and related manual of the South Carolina Employment 
Security Commission for the period July 1, 1993 through June 30, 1995. 
Our on-site reviewed was conducted June 22 through July 14, 1995, and was made under the 
authority as described in Section 11-35-1230(1) of the South Carolina Consolidated Procurement 
Code. The examination was directed principally to determine whether, in all material respects, 
the procurement system's internal controls were adequate and the procurement procedures, as 
outlined in the Internal Procurement Operating Procedures Manual, were in compliance with the 
South Carolina Consolidated Procurement Code and its ensuing regulations. The Commission 
requested increased certification limits as follows: 
Goods and Services 
Consultants 
Information Technology 
$25,000 
$25,000 
$25,000 
Since our previous audit in 1986, the South Carolina Employment Security Commission has 
maintained what we consider to be a professional, efficient procurement system. We did note, 
however, the following points that should be addressed by management. 
INAPPROPRIATE SOLE SOURCES 
We examined the quarterly reports of sole source and emergency procurements for the audit 
period. This review was to determine the appropriateness of the procurement action taken and 
the accuracy of the reports submitted to the Office of General Services as required by Section 11-
35-2440 of the Consolidated Procurement Code. 
We noted the following eight sole source procurements contracts that we believe were 
inappropriate. 
llim Contract Period Description Amount 
1 7/1193-6/30/94 Consultant Services $32,074 
2 7/1/93-6/30/94 Consultant Services 25,070 
3 7/1/93-6/30/94 Consultant Services 25,990 
4 7/1194-6/30/95 Consultant Services 34,715 
5 7/1/94-6/30/95 Consultant Services 27,571 
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lkm Contract Period Description Amount 
6 7/1/94-6/30/95 Consultant Services 16,568 
7 2/16/95-6/30/95 Consultant Services 9,375 
8 Purchase Order #31398 Consultant Services 6,500 
Items 1-7 were contracts to four different individuals for the same type of services. The 
services to be provided by these contractors included but were not limited to the following: 
a. Train and retrain the users of the South Carolina Occupational Information 
System (SCOIS ) network upon user request and/or as assigned. 
b. Solicit new users. 
c. Participate as assigned in at least two career development conferences and/or 
workshops. 
d. Respond to user requester assistance and training and equipment repair within 
24 hours of user contact. 
e. Transport computer equipment to user sites and/or repair as necessary. 
f. Maintain and submit appropriate records, contracts, reports, documents and 
invoicing information for each user site visited. 
g. Monitor the SCOIS computer invoicing report and advise the Commission 
of any appropriate changes prior to billing. 
h. Provide such other reports of activity as designated by the Commission. 
1. Visit each user site at least one time during the contract period. 
These consultant services are not sole sources as evidenced by the four different consultants 
contracting for the same type services. Although these contracts were declared as sole source 
procurements, the procurements were not reported to the Materials Management Office, thus 
understating the sole source activity by $171,363 for the past two years. An amended sole source 
report should be included with the fourth quarter 94/95 report to include the procurements for 
fiscal year 94/95. 
We recommend these contracts be established by competitive sealed proposals. 
5 
INAPPROPRIATE EMERGENCY PROCUREMENTS 
We noted the following three emergency procurements that we believe were inappropriate. 
lkm 
1. 
2. 
P.O.# 
32019 
32150 
Description 
Envelopes 
Consultant Services 
Amount 
$ 8,260.45 
48,000.00 
3. 940392 Video Editing 34,204.80 
Equipment 
Item one was for window envelopes purchased without competition. Regulation 19-
445.2110 (F) regarding emergency procurements states in part "such competition as is practical 
shall be obtained." 
Item two was for consulting services for the implementation of an electronic imaging 
management system. This procurement should have been competitively bid through the Material 
Management Office and not been declared an emergency procurement. No informal quotations 
were obtained. 
Item three was for video editing equipment based on informal written quotations. This stock 
editing system should have also been competitively sealed bid through the Material Management 
Office. 
Emergency procurements are intended to be used for unforeseen events that make it 
impossible for the Commission to function without immediate relief. The above requirements 
did not occur over night. Poor planning may initiate an occasional emergency procurement but it 
can not be accepted as a reason to short cut the competitive bid process. 
We recommend management scrutinize emergency transactions that appear to have resulted 
from poor planning, insufficient lead time and inadequate inventory management. The 
Commission should inform departments of procurement lead-time requirements, problem areas 
and take appropriate action to curtail emergency procurements. 
DRUG-FREE WORKPLACE CERTIFICATION 
We noted fourteen sole source procurements that exceeded $50,000 where the Commission 
did not obtain the required drug-free workplace certification stating the vendor was in 
compliance with the South Carolina Drug -Free Workplace Act. 
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P.O.# Description Amount 
30260 Hardware & Software Maintenance $120,781 
30899 Maintenance on Software 51,117 
31377 Lease of Software 146,116 
31868 Maintenance on equipment 52,217 
33127 Modular Furniture 173,814 
9400180 Modular Furniture 244,671 
9400565 Hardware Maintenance 101,554 
9400757 Hardware Maintenance 74,951 
9400774 Software Update 71,400 
9400825 Forms 60,847 
9401030 Maintenance 85,869 
941812 Forms 56,105 
9401699 Software Upgrade 90,000 
NOPO Laser Printer lease contract 289,539 
Section 44-107-10 ~ ofthe South Carolina Code of Laws requires on any resultant 
contract of $50,000 or more that a certification be obtained from the recipient stating that the 
vendor maintains a drug-free workplace. Sole source and emergencies are subject to above 
stated law. 
We recommend the Commission obtains the drug-free workplace certification on all future 
contracts exceeding $50,000. 
PAYMENTS MADE WITHOUT VERIFICATION OF ITEMS BEING RECEIVED 
We noted a procedural weakness on payments made without documentation to verify the 
receipt of items. Payments were made on the following two procurements without evidence that 
the services were completed to the satisfaction of the Commission. 
voucher # P.O. # 
9403113 30480 
9402952 30405 
Description 
Equipment 
Maintenance 
Equipment Rental 
7 
Amount 
$28,560 
4,960 
We recommend the Commission evaluate the current procedures for obtaining receiving 
signatures and implement corrective action to ensure that approval to pay invoices are obtained 
from the Departments prior to payment being made. 
FREIGHT TERMS ON PURCHASE ORDERS 
Most of the purchase orders stated the freight terms as FOB shipping point even though the 
items may have been quoted FOB destination. Items quoted FOB destination included all freight 
cost. The following are examples of overpayment of freight improperly classified. 
P.O.# 
30466 
31304 
Dill 
09-15-93 
12-02-93 
Voucher Number 
9405580 
9408044 
Freight Paid 
$225.00 
15.00 
Purchase order 30466 was issued in the amount of $5,540.85 for computer equipment on 
term contract. Freight charges were included in the unit cost under the contract terms and 
conditions. The purchase order indicated FOB shipping point and, as a result, a payment of $225 
was made for shipping and handling charges. On purchase order 31304, the vendor initially 
quoted FOB destination and subsequently invoiced a $15 delivery fee. Because the purchase 
order indicated FOB shipping point, the delivery charge was paid. 
We recommend the Purchasing Department ensure the proper freight terms and conditions 
are correctly stated on the purchase orders as originally bid. 
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As enumerated in our transmittal letter, corrective action based on the recommendations I described in this report, we believe, will in all material respects place the South Carolina 
Employment Security Commission in compliance with the South Carolina Consolidated I Procurement Code and ensuing regulations. 
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Under the authority described in section 11-35-1210 of the Procurement Code, subject to this 
correction action, we recommend recertification for two years at the levels below. 
PROCUREMENT AREA 
1. Goods and Services 
2. Consultants 
3. Information Technology in accordance 
with the approved Information 
Technology Plan 
RECOMMENDED CERTIFICATION LEVELS 
*$25,000 per commitment 
*$25,000 per commitment 
*$25,000 per commitment 
*Total potential purchase commitment whether single year or multi-term contracts are used. 
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ames M. Stiles, CPPB 
Audit Manager 
~~~~~ 
Larry G. Sbrrell, Manager 
Audit and Certification 
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COMMISSION EXECUTIVE DIRECTOR 
J Wrlliam Mcleod. Charrman 1. Robert E. "Jack" David 
737-2652 ~.... 737-2617 
C. Lem Harper . Sr ., Vice-Chairman 
737-2655 
Samuel R. Foster, Commissioner 
737-2656 
Mr. Larry G. Sorrell 
1550 Gadsden Street 
P. o. Box 995 
Columbia, S.C. 29202 
November 7, 1995 
Manager, Audit and Certification 
1201 Main Street, Suite 600 
Columbia, S.C. 29201 
Dear Mr. Sorrell: 
We have reviewed the Procurement Audit Report for the period 
July 1, 1992 through June 30, 1995 for this Agency and concur with 
your findings. 
We are in the process of implementing the recommendations specified 
in the report and with the approval of our certification increased 
to $25,000.00, the South Carolina Employment Security Commission 
will continue to improve our procurement activities. 
If I may be of further assistance, please let me know. 
RED: jwt 
Sincerely, 
R'~,Gl~ 
Robert E. David 
Executive Director 
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STATE OF SOUTH CAROLINA 
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OFFICE OF GENERAL SERVICES 
DAVID M. BEASLI!Y, CHAIRMAN 
GOVERNOR 
RICHARD A. ECKSTROM 
STATE TREASURER 
EARLE! E. MORRIS, JR. 
COMPTROLLI!R GENERAL 
Mr. Raymond L. Grant 
Materials Management Office 
1201 Main Street, Suite 600 
Columbia, South Carolina 29201 
Dear Ray: 
HELEN T. ZlliGLE!R 
DIRECTOR 
MATERIALS MANAGEMENT OFFICE! 
1201 MAIN STREET, SUITE 600 
COLUMBIA, SOlJrn CAROLINA 29201 
(803) 737-0600 
Fax (803) 737.()639 
RAYMOND L. GRANT 
ASSISTANT DIRECTOR 
November 20, 1995 
JOHN DRUMMOND 
CHAIRMAN, SENATE FINANCE! COMMI1TI!Il 
HENRY E. BROWN,JR. 
CHAIRMAN, WAYS AND MEANS COMMI1TI!Il 
LlJrnER F. CARTER 
E!XEClJJ1VE DIRECTOR 
We have reviewed the Employment Security Commission's response to our audit report for July 
1, 1992 -June 30, 1995. Also, we have followed the Commission's correction action during and 
subsequent to our field work. We are satisfied that the Commission has corrected the problem 
areas and the internal controls over the procurement system are adequate. 
Therefore, we recommend that the Budget and Control Board grant the South Carolina 
Employment Security Commission the certification limits noted in our report for a period of two 
years. 
Sincerely, 
. ,. 
\.AAsu.-' G ....)C>J.J~ 
Larry G. Sorrell, Manager 
Audit and Certification 
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